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Agency
DEPARTMENT OF ASSESSMENTS & TAXATION

Division/Unit
Business Property Valuation -

Utility & Railroad Valuation

Description Retention
Supercedes Schedule # 1182

1. Railroad Operating Property Return (Form 18)
These reports are filed alphabetically by name of company.

This file, Form 18, consists of a seven page (two sides each page) report
(8 1/2" by 11"), filed annually by railroads operating in Maryland. The
report consists of various schedules listing property owned in Maryland
classified by type of property. In addition, a copy of the Report to the
Surface Transportation Board is included, if applicable. Information
contained in these reports is used to compute a property tax assessment.
The file also contains form AT3-14 (Notice of Assessment).

2. Public Utilities Operating Property Return (Form 17)
These reports are filed alphabetically by name of company. This file
consists of a report filed by public utilities operating in Maryland. Form
17 (8 1/2" x 11") consists of a two sided, 9 page report. In addition, a
copy of the report made to the Federal Energy Regulatory Commission
or Maryland Public Service Commission is included, if applicable.
Information contained in these reports is used to compute a property tax
assessment. This file also contains AT3-14 Notice of Assessment.

3. Certification of Assessed Values of Public Utilities (Form 205)
These forms are filed alphabetically by County and by Municipality
within each county for each tax year. Pages are files in numerical order
within each jurisdiction. The Form 205 is a single 8 ' /2x l l page report.
Information on this form is sent to County Finance Offices to notify the
County of the assessment of utility operating property. The County uses
this information to bill utility companies for property tax.

Retain (5) years, then destroy.

Retain (5) years, then destroy

Retain (5) years, then destroy.

Approved by Department, Agency, or Division Representative.

Date: Jf/i-sryj 3
A

Signature:

Type Name:

Title:

Date:

Schedule Authorized by Stale Archivist.
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Laura Kittel Signature:

Program Administrator
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4. Cable Television Property Return. (Form 17-C)
These reports are filed alphabetically by name of company. The return
consists of a ten (10) page report (8 1/2" x 11") filed annually by cable
television companies operating in Maryland. Information contained in
these reports is used to compute a personal property tax assessment.

The file also contains the Notice of Assessment (Form AT3-12)

5. Electric Generation Property Return (Form 17-G)
These returns are filed alphabetically by name of company. Returns are
filed annually by non-utility electric generating companies operating in
Maryland. It consist of a two sided, 9-page report (8 14 "x 11").
Information contained in these reports is used to compute a personal
property tax assessment. The file also contains the Notice of
Assessment (Form AT3-12).

6. Certification of Assessed Value of Railroads (Form 205A)
These forms are filed alphabetically by County and Municipality within
each county for each tax year. Pages are filed in numerical order within
each jurisdiction. The Form 205 A is a single 8 1/2x11 page report.
Information on this form is sent to County Finance Offices to notify the
County of the assessment of railroad operating property. The county
used this information to bill railroad companies for property tax.

Retain (5) years, then destroy.

Retain (5) years, then destroy.

Retain (5) years, then destroy.

DGS 550-1 (Rev. 10/92)
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L'|i?lllU5]|U«§ - W E OK PRINT A SEPAHAII: FORM FOR
REVISED RKCORO SERIES. FORWARD WITH RECORDS
SCHEDULE (DCS S60-1]

1. DEPARTMENT/AGENCY

EACH NEW
RETENTION

D E P A R T M E N T OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Wi WATERLOO ROAD
P.O. BOX 279 • JESSUP. MARYLAND 20794

2. DIVISION

D o s.\ n«? ̂ s. rrtypfrjp

AGENCY

3. UNIT

RECORDS

/ Of

INVENTORY

/

DEFINITION - Rocordi'Sailai • A group of related records normally Al«d ind uiod i t i unit for rsfertnet ai wall u retention ind dlaposlbon purpoiit.

4. RECORD SERIES TITLE

U l-ecKv rrd^eAy Kefori\.

5. EARLIEST YEAR / LATETEST YEAR

TO

f c1
o -

6. RECORD 8ERI£S DESCRIPTION ( Briefly describe iho types or Mormation/documentstformt found in Ihe Scries. Include the purpose or fundion o( lha Series)

4

eA V̂

TVs.
v V i

t.«tU&
AV

7. RECORD SERIES FORMAT|S|

lyXcnci SUo a MlcrcWm

a Legal See

a Bound Book

a Audio Tape

Q Oltier (Specify).

a Compute/ Tape

• Floppy Disk

a Video Tape -

8. RECORD SERIES SEQUENCE

• Numerical

O Cluonologlcal

D Geographical

o Olhar (Specify)

9. VOLUME
C h i l e Diawer(s)
a Microfilm Rent (9)
a Computer Taps (J)
a Olrtw (Spoofy)

Number

10. ANNUAL ACCUMULATION
«r^i le Orawer (9)
a Microlilm Reel (s)
a Cornpuler rape(i)

I a Other I

Number:

11. FILEISUSEO

o Dally . Weekly a Monthly

12. FILE BECOMES INACTIVE AFTER

.5"
Number

o Monihls) Year[s)

13. CURRENT LOCATION (S) (Gtdg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELEEWHERE7 (If yos. specify agency or olfico)

IS. ACCESS RESTRICTIONS (If yes. cite Inw(s) S rssulallon(s)

sr YBa~T<gcv - Pf<ot>?Ay

18. AUDIT REQUIREMENTS

• ANone a Slsle a Fcdoral 0 Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and.
describe any hardware/software)

18. RECOMMENDED RETENTION

a Yes.
5"

19. NAME AND TITLE OF PREPARER

k—a
20. TELEPHONE NUMBER 21. DATE

3 -3I-O3

ocs ssa-4 (rtovhod
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PAGE 03/03

BI5LpUfil|0HS •• U f E OH PRINT A SEPAHAII: FORM FOR EACH NEW

REVISED RECORD SERIES. FOIWARO WITH RECORDS RETENTION

SCHEDULE (DCS 550-1]

1. DEPARTMENT/AGENCY

D E P A R T M E N T OF G E N E R A L SERVICES

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO

P.O. BOX 27S • JEBSUP. MARYLAND 20754

2. DIVISION

AGENCY RECORDS INVENTORY

Page / O f /

3. UNIT

DEFINITION • Rocordt Sailtt • A (jroup »f related record* normally Hied ind uiod i t a unit fai reforinea • • wall «i ralantien inrf dlipotlSon purppiii.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / IATETEST YEAR

2-ooi to ~Z-oa "2—

6. RECORD SERIES DESCRIPTION ( Briefly describe the types or Intofmalion/aoeumenls/lofmt found In the Soring. Include the purpose or function at the Series)

W
f >

7. RECORD SERIES FORMAT(S)

(r le l lcf Size

a Legal Sire

II D Bound Book

|| o Audio Tape

a Oilier fSpedfri

11. FILE IS USED

a Mlercfilm

a Compuler Tape

a Flopiiy Disk

a Vidau Tape

8. RECORO SERIES SEQUENCE

O^AIphabelicaJ

o Numerical

a Chronological

' , • Geographical

D Olhor (SDeeifyl

12. FILE BECOMES INACTIVE AFTER

9. VOLUME

Number

10. ANNUAL

/

Numb«f

oVFilfl Orawer(s)
a Microrilm Real (a)
a Computer Taps (»>
• Olfipr (Soocifvl

ACCUMULATION
o^File Orawer (9)
• Microlifm Reel (s)
a Compulei Tape(s)

n OlhRf (Snfldl«/>

• Dally . Weekly a Monthly o Momhts)
Number

13. CURRENT LOCATION[S| (Qtdg., Floor, Room)

3OO O "
14. IS RECORD SERIES OUPUC/UED ELSEWHERE? (I' X0 ' specify agency or olfica)

a Yes '

16. ACCESS RESTRICTIONS (II yes. cile IJIW(S) S rBsu>allon{«)

or Vet ) « \ X - I r o ^ e A y Z-~Z\?J3 No

16. AUDIT REQUIREMENTS

None a Slats

HHM|

tftio a Federal 0 Independent

1S. NAME AND TITLE OF PREPARER
\-<-v VV

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and.
ttescnbe any Iwdwaiersollware)

a Yes

18. RECOMMENDED RETENTION

OGS 550-4 {ftovJscd 1/331



l f i y S I M . ItPE OK PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECOP.0 SERIES. FORWARD WITH RECORDS RETENTION
SCHEMJIE (DOS 550-1)

D E P A R T M E N T OF G E N E R A L S E R V I C E S
RECOROS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECOROS INVENTORY

Page.

1. DEPARTMENT/AGENCY 2. DIVISION 3. "NIT U | 11 I? »

O^S i
DEFINITION - Racordt SarUa • A group of rtlated racorda normally Iliad and uaad aa a unit for rafaranea aa wall aa ratanllon and dlapoaldon purpoaaa.

j 4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

8. RECORD 8ERIES DESCRIPTION ( Briefly describe the lypet of Informallon/doeumentt/formi round In the 8etle». Include the purpose or function of the Sense)

7. RECORD SERIES FORMAT(S)

p' let ler Size a Microfilm

1 • Legal Size a Computer Tape

• Bound Book a Floppy Disk

a Audio Tope o Video Tape

• Other (Soecilv)

I t . FILE IS USED

a Daily a Weekly j^Monlh ly

13. CURRENT LOCATION(S) (Bldg.. Floor, Room)

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 legulation(s)

fries i^K \^t>An^/L\ W a No

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and

describe any hardwaie/soflware)

• Yes i P ^ N o

19. NAME AND TITLE OF PREPARER

8. RECORD SERIES SEQUENCE

a Alphabetical

d Numerical

a Chronological

a Geographical

to<5tner (Soecifvl

taw ^-PCXA^

9. VOLUME y
I ^ F i l e Orawer(s)

a Microfilm Reel (s)
• Comouter Taoe (s)

L/. a Other (Srjecifv)

Number ||

10. ANNUAL ACCUMULATION
iCJ/'File Drawer (s) II
a Microlilm Reel (s) I
a Computer Tape(s) 1

i 0 Olhef (Soecifvl

Number

12. FILE BECOMES INACTIVE AFTER

<7N a Month(s) py^'featis)

Number

14. IS RECORD SERIES DUPUCATED ELSEWHERE? (II yes. specify agency or olficel |

y
• Yes . jy^No II

16. AUDIT REQUIREMENTS

prNom a Stale a

18. RECOMMENDED RETENTION

20. TELEPHONE NUMBER

:ederal o Independent

21. DATE

0GS 550-4 (rtmtsed 1/93)


